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ON-LINE ACCESS OF SCO REPORTS AND JOURNAL ENTRIES

AVAILABLE The following reports are available on-line to view and/or print at
REPORTS AND your work sites through SCO’s System on the Teale Menu:
TOPIC

REPORT ID REPORT NAME FREQUENCY  

   
CO75042 Centralized Treasury System Account Statement Monthly
FC-145 Notice of Transfers-Agencies (Journal Entries) Daily
FC-320-01 Agency Reconciliation Report Monthly
FC-320-35 Fund Reconciliation Report Monthly

The above reports are accessible on-line the morning following the process cycle.

The following Topic is also available on-line to view and/or print at your
work sites.  By accessing Topic, you can locate a document using the
Journal Entry Number.  Agencies can access journal entries that are dated
from April 3, 2000, up to the present date.

TOPIC ID TOPIC NAME FREQUENCY

Dailytr Notice of  Transfer of Funds Daily

The above topic is also accessible on-line the morning following the process cycle.

LOG ON To access ViewDirect, please follow these steps:
PROCEDURE

(1) On the ‘P’ prompt screen, type P and press enter.

(2) On the Teale Menu, Push PF 6 (SCO Systems)

(3) On the SCO Menu, if you are a MULTSESS user, you may push PF 9
to invoke MULTSESS and press enter.

(4) Then when the SCO Menu is redisplayed, you can access ViewDirect
through SCOPROD or SCOVIEW.
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Through SCOPROD:

(1) Push PF1, type your USERID and PASSWORD, then press enter.

(2) To clear the next screen, press ESCAPE.

(3) At the blank screen, type REPT and press enter.

Through SCOVIEW:

(1) Push PF13, type your USERID and PASSWORD, then press enter.
If your keyboard has only 12 PF keys, PF13 is normally Shift + F1.

(2) After receiving the message “SIGN-ON IS COMPLETE”, Type
REPT and press enter.
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(3) The VIEWING MENU appears.

ACCESSING At the VIEWING MENU, press enter to continue to the REPORTS
THE REPORTS screen.  The REPORTS screen will appear listing reports available.
AND JOURNAL       To access the journal entries, key in an X in the option field next
ENTRIES                   to the Report ID FC-145, and press enter.
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The REPORT VERSIONS screen will appear reflecting the Date, Time,
Device, and Status used to create the report Notice of Transfers-Agencies
(Journal Entries).  The first item will be the most recent report version.
Choose the report version you want to access, and then key in an X in the
option field, and press enter.

Number 5 screen (Report versions dtd 6-15)

The REPORT SECTION INDEX screen will appear with a listing of mail
code numbers under SECTION and a corresponding number of pages.
Make your selection by keying an X next to the appropriate mail code
number, and press enter.

Number 6 screen (x – 1761)
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A view of journal entry will appear on the screen.  In order to view the rest
of the journal entries processed on this date, you have to navigate using
the different function keys shown on page 9 (PF KEYS & ON-LINE
VIEWING COMMANDS).

ACCESSING At the VIEWING MENU, type T (Topic) in the field where the ‘R’
TOPIC (Report) is located and press enter.   By default, the ‘View by Report or

Topic’ field is set to ‘R’.
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The ENTERPRISE INDEX TOPICS screen will appear listing topics
available.  To access the Enterprise Index Topic Versions, key in an X in
the option field next to the Topic ID DAILYTR, and press enter.

The ENTERPRISE INDEX TOPIC VERSIONS screen will appear
showing the Date, Time, Device, and Status of the topic.  To access
journal entries, key in an X in the option field next to the date, and
Press enter.
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The ENTERPRISE INDEX TOPIC ITEMS screen will appear with a
listing of journal entries under TOPIC ITEM.  In order to locate a
Journal Entry, move the cursor to the COMMAND line.   Example: Type
L ‘JE 0000093’, and press enter.  (Note:  Each SCO document contains
ten alpha-numeric characters.  It is important to fill up all ten spaces
including any blank space in order to find a particular journal entry.  The
journal entries will be available for a period of one year.)

The  ENTERPRISE INDEX TOPIC ITEMS screen will appear.  Put
An X in front of the first document number JE 0000093 under TOPIC
ITEM, and press enter.
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PRINTING PRINTING MENU can be accessed by pressing the PF2 key or by typing
PROCEDURE PR in the command line.  When the printing menu appears, press enter.

NOTE:  Before you print a report, refer to ‘Printing Capabilities’ for
information on print settings and paper size requirements.  Also, watch the
number of pages shown on the printing menu.  Make sure you have
enough computer paper in the printer to accommodate the volume of
documents.

PRINTING SCO reports and journal entries are programmed to print on
CAPABILITIES continuous feed computer paper measuring 12 x 8 1/2 inches, or on

8 ½ x 11 cut sheet paper. Your printer should be set on landscape.  The
reports are 132 characters wide per line.  Refer to your printer’s owners’
manual.

PRINTING All printers must be mainframe printers used by SCO applications.
REQUIREMENTS

Each ViewDirect user is limited to one printer selection, with the option
for SCO to change the printer on request.  In order for SCO to connect any
agency’s User ID to their printer, each agency has to submit their printer’s
identification number to SCO.
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PF KEYS & Screen navigation is accomplished by using PF keys or on-line
ON-LINE viewing commands.  To initiate an on-line command, key in one of
VIEWING the commands listed below in the ‘COMMAND = = = >’ field located
COMMANDS at the top of the screen, and press enter.  Example:  To scroll up, key in

letter U (Command = U) or X, and press enter.

FUNCTION
ON-LINE
VIEWING

COMMAND PF KEYS

To scroll columns to the right RI PF11
To scroll columns to the left LE PF10
To scroll one page up U PF7
To scroll one page down D PF8
To move to the end of the report Bot N/A
To move to the top of the report TOP N/A
Find – To search for a string of data up to

28 characters.  It can also be used
along with other codes to locate ALL
occurrences, FIRST occurrences,
LAST occurrences etc, of the
Specified data.

F N/A

To move to a specific position in the
Report Versions or Report Section
Index listing

L (locate) N/A

Freeze – To display specific rows and
columns FR N/A

Cancel Freeze FR OFF N/A
Show scale – To display a row and

column grid on the report to identify
row and column numbers

SC N/A

Cancel scale SC OFF N/A
Print PR PF2
Mark pages – To select specific pages to

print.  (Use with the PF2 key to send
marked pages to printer)

MA PF6

End – To return to previous screen END PF3
Menu – To return to viewing menu ME PF4
Help H PF1
Quit – To exit Q PF12
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LOG OFF To logoff through SCOPROD:
PROCEDURE

(1) Push PF12 key, or key in letter Q in the command line, and press
enter.

(2) A blank screen will appear.  Either key in LOGO, (short for Logoff)
and press enter to return to the SCO MENU, or request access to
another SCOPROD application, by keying the desired system name
(example FC00, etc.).

To logoff through SCOVIEW:

(1) Push PF12 key, or key in letter Q in the command line, and press
enter.

(2) A blank screen will appear.  Key in LOGO and press enter to return to
the SCO MENU.


